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Policy #1070
CHANGES TO NAMES, ADDRESSES, AND ID NUMBERS (EMPLOYEES,
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Responsible Oversight Executive: Vice President for Human Resources, Diversity,

Equity, and Inclusion
Date of Current Revision or Creation: March 15, 2024

A. PURPOSE

] am [
iy

B. AUTHORITY

Policy #1070 — Changes to Names, Addresses, and ID Numbers (Employees, Students and VVendors)


http://law.lis.virginia.gov/vacode/title23.1/chapter13/section23.1-1301/
https://www.odu.edu/about/bov/bylaws

E. POLICY STATEMENT
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https://www.odu.edu/human-resources/forms
https://ww1.odu.edu/registrar/forms
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
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https://ww1.odu.edu/academics/academic-records/preferred-name
https://ww1.odu.edu/facultystaff/communication/website/content-management/university-directory/mpm
https://ww1.odu.edu/registrar/forms
mailto:register@odu.edu
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
https://www.odu.edu/human-resources/forms
https://ww1.odu.edu/registrar/forms
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http://www.lva.virginia.gov/agencies/records/sched_state/index.htm
http://www.lva.virginia.gov/agencies/records/sched_state/index.htm
https://ww1.odu.edu/facultystaff/communication/website/content-management/university-directory/mpm
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	CHANGES TO NAMES, ADDRESSES, AND ID NUMBERS (EMPLOYEES, STUDENTS, AND VENDORS)

	1. Name Changes
	b. Students (including student employees): If a student’s name changes, a new social security card with the new name must be provided to the Office of the University Registrar. Name changes cannot be processed without a new social security card. Copie...
	c. Vendors: If a vendor’s name changes, a new COV Substitute W-9 form must be provided to Accounts Payable in the Office of Strategic Sourcing and Payment Solutions.

	2. Preferred Name
	Old Dominion University recognizes that some members of the ODU community may use first and/or last names other than their legal names to identify themselves. In line with its commitment to inclusion and diversity, ODU allows students, faculty, and st...
	A preferred name is a first and/or last name that is chosen to be used instead of a legal first and/or last name. The legal name will continue to be used where required by law or university requirements. Student information will be linked to both lega...
	Faculty, staff, or students who update their preferred name after receiving their ODU identification card may request a replacement card. The replacement card will allow students to have their preferred name listed on the front of the card, however, t...
	The legal name will be used when it is required for business, legal, and external purposes such as finance, financial aid, diplomas, transcripts, policy records, conduct records, medical and health records, and payroll. Faculty names in Canvas will re...
	The Preferred Name website provides more detailed information about the procedures for selecting a preferred name.
	3. Address Changes
	a. Employees*: All employees are responsible for maintaining current address information with the University. Employees must complete their change of home address into the University’s self-service system at leoonline.odu.edu. Also, full-time employee...
	b. Students (including student employees): Students are responsible for maintaining current address information with the University. Current (CU) and Permanent (PR) address information can be maintained and updated by logging into the University’s sel...
	c. Vendors: New address information should be provided to Accounts Payable in the Office of Strategic Sourcing and Payment Solutions by providing an updated COV Substitute W-9 form or by providing an updated remittance address on vendor invoices. Thre...
	4. Social Security Number or Federal Employer Identification Number (FEIN) Changes
	a. Employees*: If an employee’s social security number changes, a new social security card with the new social security number must be provided to the Department of Human Resources. Copies of social security cards should never be sent via email. A sec...
	b. Students (including student employees): If a student’s social security number changes, a new social security card with the new social security number must be provided to the Office of the University Registrar. Social security number changes will no...
	c. Vendors: If a vendor’s Federal Employer Identification Number (FEIN) or address changes, a new Commonwealth of Virginia Substitute W-9 Form (Request for Taxpayer Identification) or current version of the IRS Form W-9 are the only other acceptable W...


